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Click on Information Management on the left side of the screen in the “Shortcuts” box 
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Click on the Author Start to enter the IM system 
 
Log in using your OUN and PAC, the same as your timecard in LITE 



 
 

 
 
 



 
 

 
 
 
Click on Start a New Review



 
 

 
 
Ask your PI if this poster falls under a DUSA. If yes, then check this box and ask the PI 
which one. 
 
 
 
 
 
 



 
 
 

 
 
 
 
All posters are External Audience (all others)(unlimited) 
 
 
Almost all poster contain STI so don’t check this box 
 
 
Pick your directorate 
 
 
Select a department/division/program 
 
 
Click on Next



 
 

 
 
 
 
Choose an Authorized Derivative Classifier from Choose one pull down menu 
 



 
 

 
 
 
 
OR pick a specific ADC reviewer by their name



 
 

 
 



 
 

 
 
 
Pick a Directorate Reviewer from the Choose one pull down menu



 
 

 
 
 
Document Type: Poster 
 
Enter Author, Administrative Contact and Alternate Contact 
 
Enter Program Account and Payroll Account 
 
The cost for the review process is $60.49 (for FY06) 
 



 
 

 
 
 
Enter all author in the order that they appear on the poster. 
 
The proper format:  F. M. Last 
 
Make sure you pick the appropriate Affiliation from the pull down menu 
 
 If affiliation is Other, remember to list the specific affiliation 



 



 
 
 



 
 
 
Your poster cannot contain any UCI.



 
 

 
 
 
If you have any specific comments or additional information, put it in the box 
 
Click on “Submit” 
 



 
 
 
You have finished entering your poster into the IM system for review. 
 
You can track your document at anytime. 
 
You must be ready to enter your title and upload your PDF* file when you receive the e-
mail requesting this action, unless your poster falls under a DUSA then you already 
entered your title and uploaded your PDF file. 
 
 
If you need to contact any of the review organizations . . . 
 
 OCEC  2-4402 
 IPAC  2-7959 or 3-5035 
 
If you need any help with the IM system, call 2-IM4U (2-4648) 
 
 
 
 
*NOTE: Remember to convert your .ppt to PDF before uploading into the IM system. 
The converter on the IM system is not robust enough to convert poster. 


